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CFFICE OF TRAINING

OPERATTONS SCHOOL
Headquarters Training

RECORDS OFFICERS COURSE Mo, 25 (Roc¢)
6 - 10 April 1964

_ I
Room lA-‘ Headquarters

STUDENT OBJECILVES

1. To learn the role that records play in the discharge
by the Agency of the responsibilities inherent iIin
the Agency's mission,

2., To gain an gppreclation of records and proper recs
ords nanogenant in the successful performance of the
Agency's migsion.

3. To understand the inter-relationships between the CS
nission and records and to sharpen Jjudgment in the
handling and disposition of records,
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Monday, 6 April 5 aﬂ‘\i \'
0830 ~ 0900 Reglstration and Administrabion
0900 ~ 0920 Tntroduction to Course and
Digeussion of NIOLD Mo. 5
0930 - 1050 The RO and His Responsi’bilities
The RO Kit
1100 -~ 1300 Merminology

mTuesday, T April

0830 ~ 0900 ahudy Period
0900 - 1.000 Tunteragency source Reglster
1010 - 1200 D Responsibili‘bies in CS

Records Systen

1210 - 1300 Review, Anslysis, Olassification,
Tndexing, and Cross Referencing
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Wednesday, 8 April¥ ”;@P\J FEQENTI 25X1A
0830 ~ 0900 Study Period é AL
0900 - 0950 The 201 Systen
1000 ~ 1030 Sensitive Documents
1040 - 1300 Destruction Procedures and

RO Responsibilities

Thursdoy, 9 April

0830 - 0900 Study Period - Submit Questions
for Question and /Answer Period on F

0900 - 1150 Hondling of Records at the Headw= -
gquarters Desk, Tneluding Destructio

1200 -~ 1300 Introduction to Practical Exercises
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SETRTED

Friday, 10 April 1964 CGNF §BE§‘HML 25X1A

0830 - 1030 Practical Exercise

25X1A 1040 - 1130 I
1140 - 1215 Question and Answer Period
1230 - 1300 Final Administration

*¥Btudents who have not taken the RID Tour are requirved to do so on
Wednesday, 8 April 1964k, The tour will be conducted from 1400 - 31600
and will start from this classroom prorptly at 1400,
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